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1. Introduction

Audience
The audience for this user guide is VISTA Grantee administrators.

Purpose
This guide instructs users how to:

e create an eGrants account
e understand various user roles in eGrants and My AmeriCorps
e assign user roles

Contents

Grantee administrators, VISTA sponsors, and site supervisors can access My
AmeriCorps, or “the portal,” through eGrants. My AmeriCorps is an online database that
manages AmeriCorps volunteers’ data. Users can be assigned one or more roles.
Roles determine what users can and cannot do within both eGrants and the portal. This
guide covers creating an eGrants account and assigning roles. For more information on
the other functions within the portal, please refer to the “My AmeriCorps User Guide for
VISTA Sponsors” and other resources listed at the end of this document.



2. Release Definition and Process Changes

Each new release of My AmeriCorps includes updates to enhance the functionality, navigation,
and collection of information for users. The User Guide is updated with each release to reflect
the changes to the portal. In Release Three (R3) the following process changes have been

made:

e Members, supervisors, and state office staff can complete their portion of the Future
Plans Form online, rather than using a paper-based process for Close-of-Service (COS)

e Training Requests for outside trainings are automated through the portal, which allow
VISTA Supervisors to request funding from their state office

e Sponsors can directly enroll members and/or supervisors in CNCS events



3.

System Overview

Using eGrants/My AmeriCorps

3.1.

3.2.

3.3.

eGrants is an online system designed to automate the grants and project management
process. It allows applicants to find funding opportunities, apply for grants or projects,
and manage grant reporting online. The system also allows the Corporation to review
applications, award grants, and manage those grants and projects efficiently and
effectively.

eGrants: Grants Management
eGrants is primarily used to:

Submit and track grant applications and concept papers

Review grant applications online

Award grants and negotiate cooperative agreements

Manage grants and cooperative agreements, including processing amendments
and continuations

e Update Financial Status and Progress Reporting

eGrants: Recruitment and Member Management

eGrants also collects recruitment and member management information, which is
transferred to the My AmeriCorps portal. Automated communication between these two
systems allows users to:

e Create and update VISTA project descriptions (Note: In the portal, “project
descriptions” are called “service opportunities.”)

View applications and references for VISTA applicants

Verify and enter citizenship documentation

Submit Sponsor Recommendations and select applicants

Approve Assignment-Related Transportation Forms (V-81)

View and electronically sign members’ Future Plans Forms

Enroll members and supervisors in CNCS-sponsored events

Submit In-Service Training Requests for CNCS funding

Search for applicants and invite them to apply to the project

Search for members serving on the project, access their contact information, and
update their service site address

Hardware and Software Requirements
The following hardware, software, and settings are recommended to support eGrants':

Computer

eGrants works best with later version PC’s or Power Macintosh computers. Earlier or
less powerful machines, such as 486 PCs or Mac Classics, will run eGrants with a high-
speed internet connection and sufficient memory for specified browsers.



3.4.

Internet Connection

Machines using DSL, T1, cable modems, or dial-up connections with a modem rate of
28.8 K Baud or higher can access eGrants. "Online service providers”, such as AOL or
Compuserve, are not recommended for eGrants.

Browser
eGrants works best with Microsoft Internet Explorer 4.0, Firefox 1.5, Netscape 3.0, or
later versions of these internet browsers.

Browser Settings
Pop-up blockers must be turned off to edit or view certain eGrants pages. It is not
necessary to accept cookies or to have a Flash player loaded to view eGrants.

My AmeriCorps: Connecting Applicants and Members to Sponsors

VISTA sponsors can enter and manage recruitment and member data in eGrants as
well. This data is automatically entered into the My AmeriCorps portal, meaning that,
when an individual is selected for a project in eGrants, the portal automatically reflects
that change and updates the applicant’'s profile. The diagram below outlines this

process.
Uses... n

To enter and
access...
Project V81 Forms
Listings
Future Plans Training CNCS Event
Forms Requests Information

To enter and

acCcess... l

Since the site is built to be interactive, users receive email notifications when certain
actions have occurred. For example, when applicants submit their information to a
project, or when members submit a V-81 Form or Future Plans Form, the sponsor
receives an email. Similarly, once the status of an application is updated, the applicant
or member receives an email alert to check their status.

Sponsor

Applicantf

Member Data

App"cant Uses...

IQ My AmeriCorps

Member
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4. Creating an eGrants Account

To use the portal, users must have an eGrants account. If a user does not have an
eGrants account, they can create one from the eGrants login page
(https://egrants.cns.gov). The process for creating an eGrants account is outlined
below:

Process

LOGIN

1. Click “Create an account.”

Forgot your password? Get help 8
Don't have an eGrants account? Create an account @& <

Yiew system rules of behavior B

2. Click “Create a Grantee - N
account.” 6(1 R A N [ b

CREATE AM EGRANTS ACCOUMNT

Already have an eGrants account? Proceed to Login @
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https://egrants.cns.gov/

3. Click on the link that
indicates “| want to create
a new account with

eGrants.”

Plaase sedact one of the follawing cpticns belaw.

s g eGrants sccount.. 8

This is mvy first time, T want to create a new account with eGrants.. B

Already have an ebrants account? Proceed to Login o

4. Complete all the required _
felds, verfy that the
contact information is e T

correct. Create a T Couin Infermation
password. The password: Select an Organization _ . o .
a Must Contaln at Ieast RS SR Please enter your login information. All questions marked with an asterisk (*)are required.

Grantee Phone Mumbers

eight characters

A Revizw and Submit *FirstMame: || @
b. Must contain at least N
one number, but o
cannot begin with a i ¢
number v [ g e e
c. Cannot contain a *NewPassword [ |@
Wor.d found In the * Retype Mew Password: |:|B
dictionary

* Password Question: ‘Chuuse Password Question ... Vlﬂ

d. Cannot contain
special characters
(1@#3$%"&*()_?><)

e. Cannot contain a
username

= e—
*Retypesmat @

5. Click “save,” then click
“next” to advance to the 505 Approved |Report 3 Bug | enable the picures m
next screen.

welcome Jerome Become a Grant Applicant
6, Enter an Employer Login Infarmation
Identification Number S— i B0
(E|N) and click “next” to :;n::tio'ngl":::::m Flease enter your organization's EIN#,
advance to the next arantes Phone Humbers
screen. Feview and Submit Enter your EIN #: l:l

508 Approuved |Report a Bug | enable the pictures back
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Welcome Jerome Become a Grant Applica
Create New Profile Menu

Lagin Information

Enter EIN#
18 select 2n Crganization Select an Drganization
©rganization Information Tour EIN# already exists in our record of organizations. Please make a selection below, and

7. Select a radlo button to Grantes Phone Nurmbers click next to proceed, or back to try another ETH,
create a new profile or to Feizn and Submit List of Organizations with EIN? |
SeIeCt an eXIStIng prOfIIe- d o Ocreate a new arganizational profile for EIN# 23 . OR select an existing

org below

. e O Commission of Citizen Service

foa Approved |Report s Bug | enable the pictures

8. Click “next” to advance to
the next screen.

Welcome Jerome Become a Grant Applica

Create New Profile Menu

Lagin Information

Enter EIN# Organization Information

Select an Grganization

9. Review the information T ——— fole;stee‘;:\‘tr\‘e‘u:f;(:;;;::-‘e.cted organization's infarmatian. Click on the "next” button o proceed
and click “next” to Grantes Phone Humbars
advance to the next Reuiew and submt
screen.

Please return to the "Select an Organization” page to select another organization. vou can
also start new by entering a new EIMN# in the "Enter EIN#" page.

PennSERYE: the Governor's Commission of Citizen Service: EIN# 236003107

Drganization Type: State Government

Drganizational Characteristics: State Commission

Address: 1306 Harrisburg, PA 17120
Phone; 717-

Fax: 717-70

Email: test@cns.gov

50e Approved | Report a Bug | enable the pictures m

welcome Jerome -come a Grant Applicant

Create New Profile Menu

Login Information

Erter EIN&

10. Enter phone number(s)
andCIICK "sa_ve" to save Organization Infarmstion Please enter your phone/fax information below, All questions marked with an asterisk (* are
the information, then click | canee phone numbers - reauives.

“next” to advance to the Revien ané Submit * Daytime Phone: [ [ [ Jext.[ _]@
neXt screen. Evening Phone: I:l |:||:|B

Fec [ 1118

S | o

Select an Organization Grantee Phone Numbers

508 mpproved |Report a Bug | enable the pictures
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11. Review the information:

a. Click “change” to
either select a
different organization
or to create a new
one.

b. Click “edit” to change
login credentials.

c. Click “edit” to change
a daytime phone.

d. Click “submit” if the
information is correct.

12. View confirmation.

A grantee administrator
will receive an email alert
indicating that a new user
now must be assigned the
appropriate roles in
eGrants.

Welcome Jerome Become a Grant Applicant
submit
Create New Profile Menu _

Login Inform ation

Entar EIN# Please review and submit your information
Select an Crganization Flease review your information and click on the "edit" to make any changes.
Organization Information Organization: Governor's Caommission of Citizen Service

EIN #: 236

Organization Type: State Government

Organizational Characteristics: State Commission/alternative Administrative Entity
change

drantee Phone Numbers

B Review and submit

Username: jhetts

Password Question: Favorite color
Answer: Gold

Email: ntichon@cns.gow

edit

Daytime Phone: {Z02) 606-7554
edit

505 Approved | Report a Bug | enable the pictures

/
CGRANTS

Thank you

If you have created an account for an existing organization, the grantee
adrinistrator for your arganization ({listed below) has been notified about your
account request, The grantee administrator must grant vou access before you can
login to eGrants.

Faor additional assistance, please contact your eGrants suppart provider ar the
eiGrants help desk at 888-677-7849, For moare information about your support

porvider go to hitp:/fwww.cns.gov/egrantssta.himl

& Stephen M. Schrerin
& Diane Sherwood

Return to CNCS website

Go to eGrants Login B
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Email Notifications:

New users receive the following email. Grantee administrators receive a similar emalil
notifying them of new accounts (see page 11.) The grantee administrator must log into
eGrants to assign new users their appropriate roles.

This is an automated E-mail message. Please do not reply to it.

A new login account has been created for you with the username and
password you have specified.

The grantee administrator(s) for your organization have been notified

about your account.

The administrator must complete the registration

adding the “Grantee” role to your account. Once this is done, you will
be able to access eGrants.

The grantee administrator(s) for your organization is/are listed below:

Stephen M. Schmerin
Diane Sherwood
Mike Moran

13. Proceed to login page.

Email: test@cns.gov
Email: test@cns.gov
Email: moran@cns.gov

User Mame |jbettis

Password eesssses|

[ ] Remember me

The Corporation for Mational and Comrmunity Service actively monitors this system and softwa)
activity to maintain system security, availability, and to ensure appropriate and legitimate usag
Any individual who intentionally accesses a Federal cormnputer ar systern without authorization,
who alters, damages, makes unauthorized modifications to, or destroys information in any Fed
interest cormputer, or exceeds authorized access, is in violation of the Cormputer Fraud and Abu
Act of 1986 (Public Law 99-474), Any evidence of possible violations of proper use or applicabls
laws found as a result of this monitoring may be turned over to Corporation Managerent and |
enforcerment. Any individual found to be in violation of the systern proper use rules or law couli
punished with loss of systemn access, fines and imprisanment, By proceeding, you hereby

acknowledge your agreement with these terms and the system's rules of behavior and con
to such ronitoring and inforrnational retrieval for law enforcerment and other official purposes,

Login to eGrants

Forgot your password? Get help
Don't have an eGrants account? Create an account
¥Yiew system rules of behavior

Click here to disable the pictures


mailto:test@cns.gov
mailto:test@cns.gov
mailto:moran@cns.gov

14. If a new user has not been
assigned a role by the grantee
administrator, the user will be
directed to this screen once
they log on to eGrants.

eGrants / My AmeriCorps User Guide — Grantee Administrators

Welcome Maria
Pro
Login Inforrmation
Enter EIM#
Select an Organization
Organization Inforration
Grantee Phone Mumbers

B Review and Submit

Become a Grant Applicant

Please review and submit your information

Flease review your information and click on the "edit" to make any changes.
Drganization: Big Brothers Big Sisters of Greater Birmingham

EIN #: 630647080

DUNS #: 031744654~

Drganization Type: Non-Profit

Organizational Characteristics: Community-Based Organization
change

Username: mlopez09

Password Question: Favorite color
Answer: Gold

Email: mlopez02@vyahoo.com

edit

Daytime Phone: {(503) 222-1212
edit

—
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5. Assigning User Roles

5.1. Overview

eGrants users are assigned specific roles. Each role allows the user to access specific tools
and functions in the system. The roles are:

e Grantee Administrator

Grantee with access to budget

Grantee without access to budget

Grantee Recruiter

VISTA Grantee Member Management

State & National Grantee Member Management
Grantee Travel Profile

New users must first set up an eGrants account. Existing users may need to have their roles
updated to access information. Users who recruit new members or complete member
management tasks will need one or both of the following roles to use corresponding features
in the portal. Roles and their corresponding activities are listed below:

Grantee Recruiter:

e Create and update service opportunity descriptions

Search by applicant, individual, skill set, language, education level, and
availability

Access applicants’ contact information, profile, and personal information

View applications

Contact applicants to alert them to service opportunities

Review references submitted with applications

Select or reject applicants

Grantee Member Management:

View and approve Use of Vehicles Forms (V-81)

View and approve Future Plans Forms

Search for, view, and enroll members/supervisors in CNCS events
Submit In-Service Training Requests

Grantee Travel Profile:
e Complete a trainee registration profile to attend CNCS events



5.2. Assigning User Roles

Once a user has successfully set up an account, the grantee administrator will receive

the following email:

This is an automated E-mail message. Please do not reply to it.
Jerome Bettis registered for a new eGrants user account on December 14,

2007 at 11:20 AM.

For this person to have access to the system, you, as the grantee
administrator, must grant the appropriate access. To do that, click on the
"My Account™ link, then select the "Edit User Role/Permissions” link in

the "Edit My Organization Info'" section.

This is an automated E-mail message. Please do not reply to it.

For this person to have access to the portal, the grantee administrator must assign the

proper role or roles to the user, as outlined in this process:

1. Log into eGrants. From the @
home page, click “My

Account.”

Creating an Applic athan Managing My Account

Continustion/Renewal B

Amendment B My Account 0

Egual Opportunity Survey B
Concept Paper @

Drg bas wsers amaiting approval B

eGrants / My AmeriCorps User Guide — Grantee Administrators

rem B Chch on the knlcg below 10 atceis (oMmman

VIEW MY GRANTS JAFPLICATIO

B e Al
B 3 Emarded
B 13 Closed
B 1 For Grastws Bt o Achan

B Bacretment (O Membar Applca

| Reparting bo CNCS

Financial Status Repd
Progress Bep
FPFVA Bepi
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2. Click “Edit User/Role
Permissions.”

3. Select the new roles from
the list. To select multiple
roles, hold the “ctrl” key.

Once the role or roles are
selected, click “submit.”

4. View setting changes. Click
“edit again” to return to the
previous screen.

Return to account page to
perform additional tasks or
to log out.

Daborih Buik
Washington County
Eomrusnity 2000

Welcome Deborah

Update My Login Info... Edit My Organization Info...

Tew can changs the fellowing information You ean change the fellowing information by

By elicking on tha links balow:

diching on the bt balow:

B change My Password
Parosi, MO 63664

Statud Grantie

B cChange My Password Qi
B change My Emall Address

Update =y Profile... Update My Contact Info...

fou can change the following nformaton Tou can change the follewing informatien by
by dicking on the links balow dideing on the links below:

B viswi &

B eGrants Feedback

My Account

Welcome Patricia

Patricia Leib
Ohio University
105 Research & Technology

cancel submit )

Please change user rolefpermission below.
Center

aAthens, OH 45701
Status: Grantes

Each user's roles are highlighted in the list next to their name. To change a user's assigned
role(s), you can change the selected (highlighted) items in the list and click submit, Use
CTRL-Click ta select multiple rales or to deselect a highlighted rale. To inactivate a user's
account, uncheck the 'Active’ box and click on the 'Submit’ button, To view Inactive users
list, click an 'Show Inactive Roles' link at the bottarn.

Mame Active  Roles
Grantee Admin A
Beavers, Melissa Grantee Recruiter |
Grantee Memnber Managerment ™|

Fantine, Jeffrey

Forernan, Bryan A

My Account
Grantee Info

Patricia Leib
Ohio University
105 Research & Technalagy Beavers, Melissa: Rermoved Grantes with access to budget
Center Beavers, Melissa: added Grantee Recruiter

Athens, OH 45701
Status: Grantee

Welcome Patricia

User RolefPermissions Setting Changed

edit again

508 Approved | Contact Help Desk | disable the pictures

Return to My Account Page B
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6. Additional Resources

The following resources are also available through the Resource Center:
e VISTA Sponsor User Guide (PDF)
o Grantee Administrator User Guide (PDF)
« Creating In-service Training Requests (PDF)
o Tutorials
o General Overview of My AmeriCorps
o Create and Manage an eGrants Account
o User Roles and Management

For additional assistance, you may contact the eGrants Help Desk at:

Phone: 888-677-7849
Email: egrantshelp@cns.gov
Hours of Operation: 8:00am to 6:00pm Eastern time, Monday through Friday.



mailto:egrantshelp@cns.gov
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